LEAVE PROCEDURES FOR SDNCO

BEFORE SIGNING A SOLDIER IN/OUT ON LEAVE PLEASE READ BELOW!!!!!!!!!

SOLDIERS PCSING/RETIREMENT LEAVE/TRANS LEAVE:  (THE SOLDIER MUST PHYSICALLY SIGN OUT OF THE UNIT)

· SIGN THE SOLDIER OUT AND GIVE ORIGINAL DA FORM 31 THE SOLDIER, KEEP THE ORGANIZATION (COPY 4)
· SOLDIER MUST FILL OUT DA FORM 647 PERSONNEL REGISTER LOCATED IN FRONT OF THE BOOK.  SOLDIER MUST ANNOTATE FROM TO DATES OF PCS LEAVE IN THE REMARKS COLUMN OF DA 647.  (See example and procedures for filling out DA 647)
SOLIDER TAKING ORDINARY LEAVE /PTDY/CONVALESCENT LEAVE:  

· SIGN THE SOLDIER OUT AND GIVE THE SOLDIER COPY 2 OF THE DA FORM 31. 
****DO NOT GIVE THE SOLDIER THE ORIGINAL OF THE DA FORM 31 UNDER ANY CIRCUMSTANCES****
· SOLDIER MUST FILL OUT DA FORM 647 (in front of the book)

(See example and procedures for filling out DA 647)
****IF THERE IS NO DA FORM 31 IN THE BOOK FOR A SOLDIER CONTACRT THE S1 PSNCO.  WHEN THE SDNCO IS UNABLE TO CONTACT AN S1 REPRESENTATIVE THEN THE SDNCO WILL ANNOTATE IN THE STAFF DUTY JOURNAL WITH TIME, DATE, INDIVIDUAL’S NAME AND WHETHER THEY ARE SIGNING IN OR OUT ON LEAAVE.  SDNCO MUST ADVISE THE SOLDIER TO CONTACT THE S1 THE NEXT DUTY DAY. 
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